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REVIEWING A SF 278 REPORT

This guide covers the basic steps for viewing and reviewing a
SF 278 report in FDM.

Compare/Reconcile Against a Previously
Filed Report

It is recommended any time you review a SF 278 report that
you compare and reconcile the current SF 278 report against
any previous SF 278 report.
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- e Selecting a SEF 278 Report to Review

* Annual incumbent SF 278 reports are due 15 May.

“End" & rauisu?

You have pending registrations. Go to Pending Self Registration Requests to confirm or deny registrations p xz;;jm Amended
. oy . .
-wasesamenenl - 1, ON the Review Filer’s page, select any combination of the
My SF 278 Filer's Reports = B report summary B 1aka sF 278 surve How do 1 2ac th
oot oo e B Catars R e e following and click Go
sFa7e v [sic v ALL || Under Review v Reset e g

1to30f3 Items per page:

P S Sl a. Form Type, SF 278

Registration Reporting Review Review Signature

B Status friean Status Status Date Date » clossary b Rev'ewer Role
278 1, Trairin ctive [ncumbent Inder Rewview RS‘:W . .
L S il e i o c. Reporting and Review Status
Knox 29, L X Active 2007 Incurmbent Unider Review R:?;:
= Depending upon the filtering criteria you select, all reports that
Knox 30, L%, Active 2007 | WNew Entrant | Under Review < Sion

have been signed and submitted by your assigned filers are
displayed.

At this point, you can opt to End Review, eSign or View.
- Use End Review to signify that you have completed your
review of a financial disclosure report.
- Use eSign when you have completed your review and are
confident there are no conflicts of interest.

Financiai isciosure Management i A ) - View allows you to review the financial disclosure report
[ iy tnfa [LEPOLT] Adrin | Resources | fis/ A\ online.
Reports List i Attachments | Comments | Flags | Audit Trail | View/Print | Review Status
e e S PRt 2. Click View beside the appropriate report. The Getting

T e | oo ) | ) [ i Organized page is displayed for the SF 278 report you are

[ Notes Tou mus hav Adobe Readr 6.0 cr ltr nsldled on your PC o visw e print the report] AR A reviewing.

‘ Click to sez what version you have, General?

e Do I have to file if T am|
a Reserve Campansnt

You may find it helpful to have this information to prepare your report: officer?

& Acopy of your previous SF 278 of you have filed before) 4 How is my financial

© A copy of your previous OGE 450 (if you were an GGE 450 filer) information protected?
9 Electronic versian of your job description (attach to §F 278) [+ How lang will it take to
@ Tax return install Adabe Raadar

¢ Brokerage andfor mutual fund statements
© Bark, credit union, or any ather financial institutions statements * Open a blank SF 273
¢ Rental agreements * Glossary

¢ Any agreements or arrangements from past, current or future employers (Sehedule <, Part 11)
© Mortgage statement (i a rantal)

@ Credit card and any other loan statements

Continue ¥
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My Tnfn |

Reports List | Report Data : Attachments view/Print | Review Status
Under Review L X. Knox_29, 2007 Incumbent 5T 270 Report

Red Flags

Type ot Income
FRent or Royalties

Status and Terms

Type of Agreemen .
St opmon |
lon of the Status and Terms was not provided

cority and Frivacy Hotice | ielp | Accessibiity | Developsd by €-e LSme
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Reports List ;
Under Review - L X, Knox_29, 2007 Incumbent SF 278 Report

Log Out

Attachments | Comments | Flags | Audit Trail | view/Print | Review Status ;

Getting Started | | [ Tran=a ctions | [ Sifts, ste | [ Lisbilities | [ &gresmen & |

[Posttions | [Wrap 0p_|

Assels

Instructions: For you, your spouse, and dependent children, report each asset held for investment or the production of income
which had & fair market value excescing §1,000 ot the close of the reporting period, or which generated more than $200 In income
during the reporting period, together with such income. Report personal savings andior checking sccounts in a single financial
institution if the:y tatal more than 5,000 (Nate: This is @ diferent requirsment than for the OGE 450

Type of Type of Asset
Seq.#a | AssetName |"$P207| owner | Assetvale | [¥ReOf | Asset I
Real $250,001-  |Rent or $15,001 | ew Asset
i Beach Rentdl, USA |poryy [0 500,000 |Royaltiss 450,000 | A9d Comment]| |
4Back Continue &

Common Questions
+ Do I have to repart my
persanal ar

(
spouse/dependent
child) loan meney to

o wrhat
assets?

underlying

When o
underlying assets?

+ Haw da I report an
underlying asset?

+ Da I need to attach 2
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Reports List
Under Review - L X. Knox_29, 2007 Incumbent S8F 278 Report
Add Comment

asset
’_Asset Name ‘TVDE of nsset‘ownerl Value |Tvne of lncome‘nmount of lncnme‘
|Beach Rental, Use [Real Estate [Joirt | $250,001-§500,000 |Rent or Royalties |$15,001-450,000 |

Comment on: Asset (Limit 500 characters)
Date: 03/05/2007  Author: Training X. Sle_278_1
SF 278 of Record: [tnclude as part of 5F 278 of Record)
‘fou rust reportthe |ocation, city and state, of your beach rental property.

@ Save @ Cancel

Attachments | Comments | Flags | Audit Trail | View/Print | Revi

Common Questions

o What is the SF 278 of
Record?

« When should 2
cormment be part of the|
$F 278 of Record?

« Glossan v

ReVieWing a Report

In FDM, you can review report information by either
navigating through the Report Data sections or by viewing/
printing the report form. When reviewing the report form,
you must return to the appropriate Report Data section to
include any line item comments.

Reviewing the Report’s Flags

Review any report flags to be sure all errors and omissions
are addressed.

A red flag indicates required information is missing and that
it should be provided before the report can be submitted. A
yellow flag indicates that information is missing but is not
required in order to submit your report.

3. Click Flags.

Review the report’s flags. When complete, click either
Report Data to return to the details of the SF 278
you are reviewing or View/Print to view and print the
financial disclosure report form.

Report Data

5. Select the appropriate report data sections and make

any necessary comments.
Comments

Comments can be added to specific line items or to the

SF 278 report overall as substantive or non-substantive
comments. A comment should be included as part of the SF
278 of record, if it is a substantive comment that provides
additional information, a clarification, or a correction that
materially affects the data reported on the SF 278.

Only the Supervisor and Senior Legal Counsel can designate
that a comment is included in the SF 278 of record.

6. Click Add Comment beside the appropriate line item.

7. Review any existing reviewer or filer comments.

Note: Only select, Include as part of the SF 278 of Record
if you want to include this comment publicly with the

financial disclosure report.

8.

Type your comment and click Save.
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My Info Admin | Resources

Report Data

Under Review - L X. Knox_29, 2007 Incumbent SF 278 Report

Gatting Starad | [Avsets | [ Othar incoma | [ Tranzameny | [[aifes, ate | [ Labiltias | [ Aaresmants | [Fesitens |

Reviewer's Wrap Up

Common Questions

« What am I determining
when reviewing a Filer's
finanaial disclosure

¢ Review the report's flags. report?

@ cClick "Cantinue” to proceed to the report's Review Status.

¢ Complete your review
¢ eSign the report if you are a designated signer.
¢ Notify any subsequent reviewers,

This report is under review. The next steps to finish the review of this report are:

s Glossary
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Under Review - | X.
Report Progress
Created: 0z22/2007
Submitted: 03/02/2007
Amended:
ADAEO Submitted:
ADAEU/ADALU EL:
Complotod:

Extension
Mo Extensians have besn granted.

[(metr sctiore: Ciok nofify t= oard = "Plepe Raview” Emall NetHization to a raviewar

currently asslgned Reviewers Role el e
SLC
Supervisor's GLC
Super [Supervisor
Adaec_1, Training X. ADACO
ADAEQ_EC_278_30, Training X Ethics Counsslor

0370577007

End keview|  |ssign

Security 3nd Privacy mouce | Help | Access TBiey | Developed byr €~ Lome

Location of Address (Number; Street, City, State , and ZIP Code) I Telephone No. {Include Area Code)

L A2 Ty, A, 00000000, TR

ﬁ,{‘,:sm Ollﬂce ) 000-000-0000
Title of Position(s} and Date(s) Held

it g v et [TUS LTl 00 Due R

12 Months (if Not Same as Above)

Peestidential o """ff' Subject Name of Congressional Committee Considering Nomination | Do You Intend to Create a Qualified Diversified Trust?
on

o Senste Confirms [ves [

Cartification Signature of Reporting Individual Daté'(Month,Day, Year)
TCERTIFY thatthestatements T have
madeon thisform andallattached
schecilesareirue, comleieand correct.
0 the best.

Signature of Other Reviéwer Date (Month, Day, Year)
it desired by
agency)
| AgencyEthics Official's Opinton. Signature of Designated Agency Bthics Official/Reviewing Official Date (Month, Day, Year)
On the basis o infoumation conmined i this
epar, I conchuce ha e s i compiance
il applicabl w20 (et
.
Signature g
Office of Eehics Ll it
Use' Oaly
Comments of Reviewing Officials (If additional space is required, use the reverse side of this sheet)
Supervisor Certification. 1 have reviewed the interects raported on
this form in lizht of the Bler's duty position. [am satisfied that (Check bax i ling exension graated & Indcare auaber of dyys —) [T

there i no zetual or apparent conflict o tnterest,
Supervisor Certification. I have reviewed the

Training X. Super_278_1 037057200/

User ID: training_super_Z2/8_1

278 e B32000) Executive Branch Personnel PUBLIC FINANCIAL DISCLOSURE K}
US, Officea
W Calendar Year New En Termination Termination Date (irAppl-

Loy rex) e lm Covered by Reprt [ Namiee, o Fler [ oot by )

10/0172006 {Chekdpproprtate 2006 B

Reporting Last Name First Name and Middle Initial

Individual's Name Knox_29 L :

Title of Position Department or Agency (if Applicable)
Position for Which [ST. Analyst, Dept Homelang security
Filing US Customs & Borders

esigned in FDM by: [

(Check box If comments sre continued on the reverse side) [ | ]
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Wrap Up
9. When you have completed your review, click Wrap Up.

10. Click Continue.

eSigning a SF 278

11. On the Review Status page, click eSign at the bottom of
the page. A security message displays asking if you wish
to proceed to the digital signature page.

12. Click OK.

13. Click eSign. Your report has been submitted.

An e-mail message is sent to the next set of reviewers
indicating that the report is awaiting their review.

Ending the Review

A reviewer can End Review to signify that they have
completed their review of a financial disclosure report. Ending
a review is not the same as eSigning a report in that it does
not sign the report.

14. On the Review Status page, click End Review. A
message displays indicating that if the filer amends this
report your set review date will be invalid.

15. Click OK to continue. The Review Status page is
displayed.

For additional instructions on reviewing a SF 278 report, click
View/Print and then select SF 278 Instructions.

Viewing and Printing a Report

At any time, you can view and print a financial disclosure
report.

1. Click View beside the appropriate report on the Review
Filers | Reports List page.

2. Click View/Print and then click View/Print again. The
financial disclosure report displays in a separate browser
window.

Printing a Report

3. Select File | Print and then click Print

Page 3
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Admin | Resources

Reports List

Welcome Training X. Slc_278_1

¥ annual incumbert SF 278 reaorts are due 15 May.

You have pencing Go to Pending Salf Renistration Requects to sonfirm or deny
My SF 278 Filer's Reports S printer-eriendly [ [ rake SF 278 survey
Form Type: My Roke: Year: Reporting Status: Review Status:
FES vl v| (AL [ UnderReven v [2] | Rest
1to30f3 Items per page:
Filera_ Registration Status | Year| Reporting Status | Review Status | Review Date | Signature Date
Exd R
278 1, Trainra X, Active 2007 | Incumbert Under Review eSign
View
Ead Revew
Knox 23, L X, Active 2007 Incurnbent Under Review FEfT esign
Amended 04302007 View
Ead Reveu
o 30, L Active 2007 | Wew Entrant Under Review atign
View

 What does Amendment]
in Progr n?

+How do 1 see the
reports assigned to me
if T have mare thar

o What doss Complete
Report mear?

s Glossary
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Audit Trail

Under Review - L X, Knox_29, 2007 Incumbent SF 278 Report
Audit Trail

(lsed inreverse chronalogical arder)

Date Role Name Event
04222007 01:45 |Fler Kriox_29, L X, Amended Repart
04222007 10:45 [Fler  |Knox 29, LX. Selected "o Reportable Transactions”
04222007 1045 |Fler Kniox_29, L X, Deleted Transaction View Event|
042202007 1045 |Fler Knox_29, L X. Added Transaction Viw Event)
04222007 1045 |Fler ~ |Knox 29, L X, Added Asset View Event|
047222007 10:45 |Fler Kriox_29, L X, Amended Repart
047202007 0245 |Reviewer [Sk_278_1, Traning X.  |E-Gigned
042072007 0245 |Reviewer | Sc_278_1, Traning ¥, |Ended Review
04/192007 11:03 |Reviewer | Super_278_1, Training X, |E-Signed

Common Questions

« Whatis an ADAEO
(Alterate Designated
Agency Ethcs Offical)?

'+ What is an 8L (Senior
Legal Counsel)?

o Whatis an EC (gthics
Counselor)?

o Glossary
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Under Review - L X.

Keport Progress Sianoff Proaress
Created: o2/22/2007 Filer

Submitted: 03/02/2007 Supervizor:
Amended: Reviewer:

ADAEOD Submitted: ADAED/ADAED EC:
Complotou

Fa nn
Mo Cxtensions have been granted.

Revievs | Signature
Date

Supervizors SLC
Supervisor waw]
ADACO
Ethics Counselor
[End Review|  [sSian
Sercurty ana Privacy Notice | Help | Acesssibiity | Develap=d By C-E LCMC

Knox_2z9, 2007 INcumbent Sk 278 Report

Reviewing a SF 278 Report

Reviewing an Amended SF 278

You must digitally sign the SF 278 report again when a filer
amends a financial disclosure report in FDM.

1. On the Review Filer’s page, select any combination of the
following:
a. Form Type, SF 278
b. Reviewer Role
c. Reporting and Review Status

2. Click Go.

You will notice the Review Date for the SF 278 report you
previously reviewed is crossed out. This indicates that the
report was amended and needs to be reviewed once again.

3. Click View beside the appropriate report. The Getting
Organized page is displayed for the SF 278 report you
are reviewing.

Audit Trail

Review the Report’s Events to verify if your recommended
changes where made by the Filer.

4. Click Audit Trail. The Audit Trail page displays.

Reviewing a Report’s Events

5. Review the Report’s Events to verify if your
recommended changes where made.

6. Click View Event to view an event’s details.

Reviewer’s Wrap-Up

7. Click Report Data and then Wrap Up. The Reviewer’s
Wrap Up page is displayed.

8. Click Continue. The Review Status page is displayed.
9. Review the report and signoff progress.

At this point, you can opt to End Review or eSign the report.
10. eSign the report.

11. Click Report List to continue reviewing financial
disclosure reports in FDM.
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